
DRIVER 
CERTIFICATION 
PROCESS
Your step-by-step guide on initiating the 
process when managers wish to have 
their employee(s) certified to drive 
company carts, vans and/or their 
personal vehicle for business purposes 
and all the steps thereafter.



AT-A-GLANCE
INITIATING THE DRIVER CERTIFICATION 
PROCESS FOR EMPLOYEES

STEP 1

Driver Safety and 
Vehicle Use Policy 

Review all forms in the 
package with employee

STEP 2

MANAGERS 
CHECKLIST

Fill forms entirely and 
gather appropriate 

documents 

STEP 3

EMPLOYEE 
CHECKLIST

Fill forms entirely and 
provide manager with 

appropriate documents

STEP 4

VISIT BEACH SHOPS
HR OFFICE

Double-check all 
forms/documents and 

drop off package

Let’s Dive In!



REVIEW ENTIRE PACKET
It is important that manager and employee review entire package together and that employee reads 
all information, regulation and stipulations before filling or signing paperwork.



INITIATING REQUEST

Manager fills all

required fields in 

the Authorized 

Driver Request 

Form

Request a copy of 

employee’s valid 

driver’s license

Request a copy of 

employee’s auto 

insurance with 

their name listed

Only applicable if 
“Personal Vehicle” 

access is requested



INITIATING REQUEST (CONT.)

Employee signs 

Driver Safety and 

Vehicle Use 

Acknowledgement

DMV PULL PROGRAM

Employee signs 

DMV Authorization 

Form (Section 1 

only)



WHAT IS NEEDED FOR PERSONAL VEHICLE 
ACCESS?

Employee and 

manager fill all

required fields in the 

“Privately Owned 

Vehicles” form

Copy of 

employee’s auto 

insurance with 

their name listed

NOTE: ACCESS TO PERSONAL VEHICLE USE IS VALID IF EMPLOYEE WILL DRIVE THEIR PERSONAL VEHICLE 
FOR BUSINESS PURPOSES MORE THAN TWICE A YEAR.



WHAT DO EMPLOYEES FILL & 
PROVIDE TO MANAGERS?

VALID DRIVER’S LICENSE

Unexpired and valid 

driver’s license

SIGNED FORMS

Signed DMV 

Authorization Form 

(Section 1 only)

& Acknowledgement

PROOF OF INSURANCE

Unexpired and valid 

proof of insurance with 

employee’s name listed

NOTE: FAILURE TO PROVIDE ALL DOCUMENTS NEEDED AND EMPTY FIELDS WILL RESULT IN PACKAGE 
BEING RETURNED TO THE MANAGER AND CAN DELAY THE CERTIFICATION PROCESS.

Only 
applicable if 
“Personal 
Vehicle” access 
is requested

RECAP



RECAP WHAT DO MANAGERS FILL & 
PROVIDE TO HR?

Copy of 

Employee’s Valid 

Driver’s License

Filled and signed 

Authorized Driver 

Request Form

Copy of employee’s 

auto insurance with 

their name listed

NOTE: FAILURE TO PROVIDE ALL DOCUMENTS NEEDED AND EMPTY FIELDS WILL RESULT IN PACKAGE 
BEING RETURNED TO THE MANAGER AND CAN DELAY THE CERTIFICATION PROCESS.

Only applicable if 
“Personal Vehicle” 

access is requested

Signed DMV 

Authorization Form 

(Section 1 only)

Signed Driver Safety 

and Vehicle Use 

Acknowledgement



DRIVER REMOVAL/REVOCATION &
REINSTATEMENT PROCESS

STEP 1
HR will determine 

validity of removal or 
reinstatement

STEP 2
Appropriate forms and 
supporting document 

requests will be sent to 
manager to fulfill



REASONS FOR REMOVAL OR REVOCATION
INCLUDE:

• Retraining employee

• Driving under the influence

• Negligent Homicide

• Operating with an expired or suspended license

• Using a motor vehicle is the commission of a felony 

• Aggravated assault with a motor vehicle

• Operating a motor vehicle without the owner’s consent

• Permitting an unlicensed driver to operate a vehicle

• Reckless and/or careless and/or negligent driving

• Hit and Run or leaving the scene of an accident with injury or 

death or resulting in property damage in excess of $1,000

• Exceeding the maximum amount of driver violation points within 

any 12–18-month period

Individuals who have been cited for 
unsafe driving on campus, or who are 
in violation of the Beach Shops driver 
safety policies, will be ineligible to 
drive company or personal vehicles for 
company business. Disciplinary action 
may also be taken. 



DMV APPROVED

Driver report from DMV is 

reviewed and HR 

determines clearance to 

proceed.

TRAININGS ASSIGNED

Online trainings will be 
assigned via Succeed 

Management.

PACKAGE APPROVED

HR reviews paperwork. If 
packet is not submitted 
properly, manager gets 

notified.

PASSED QUIZ

If employee passes 
quiz(es), HR reaches out 
to schedule next step.

LIVE TRAINING

Employee meets HR 
representative for an 

in-person training.

THE REAL FUN BEGINS
Once all paperwork is submitted and DMV clearance is provided, Beach Shops Human Resources contacts 
employee and assigns appropriate online trainings accompanied with quizzes to test their knowledge.

If employee fails quiz(es), 
HR will resend training 
and one more attempt 

will be granted.



YAY, YOU’RE 
CERTIFIED!
At the time of the in-person training, if 
employee demonstrated proper 
handling and safe driving, the HR 
representative will provide employee 
with a certification card that they must 
carry along with their driver’s license any 
time that a company vehicle and/or 
personal vehicle is driven during work 
hours.

NOTE: Certification is valid for two years 
and must undergo re-certification 
process thereafter.



QUESTIONS/CONCERNS?
CONTACT US, WE’RE HAPPY TO HELP.

BEACH SHOPS HUMAN RESOURCES OFFICE

TRAINING & RISK MANAGEMENT

JOANNA PARADA

Joanna.Parada@csulb.edu

ELIANA DIAZ

Eliana.Diaz@csulb.edu


	Slide 1: Driver Certification Process
	Slide 2: INITIATING THE DRIVER CERTIFICATION PROCESS FOR EMPLOYEES
	Slide 3: Review entire packet It is important that manager and employee review entire package together and that employee reads all information, regulation and stipulations before filling or signing paperwork.
	Slide 4: Initiating request
	Slide 5: Initiating request (cont.)
	Slide 6: What is needed for personal vehicle access?
	Slide 7: What do employees fill & PROVIDE to managers?
	Slide 8: What do managers fill & provide to hr?
	Slide 9: DRIVER removal/revocation & reinstatement PROCESS
	Slide 10: Reasons for Removal or revocation include:
	Slide 11: The real fun begins
	Slide 12: Yay, you’re certified!
	Slide 13: Questions/concerns? CONTACT US, WE’RE HAPPY TO HELP.

